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Abstract 
At present due to the economic crisis, many companies cut costs, including the work positions. Therefore, only the people who 
possess the right and extensive skills for the required job, might hold their position. The purpose of this article is to explore and 
emphasize one of the language skills which might help students of tourism to get their job and which is also a must for their 
further careers, and that is - writing. The theoretical background is discussed within the framework of the Common European 
Reference Framework for languages aimed at B2-C1 language level. The article also examines what kinds of documents students 
need in their future profession as managers, for example, of a travel agency.  
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1. Introduction 
     In order to succeed in the present job market, students should acquire as many competences as possible. And the 
most important competences for future managers of tourism are obviously communication skills, both in their native 
language and at least in one foreign language. In the Czech Republic most students learn English. This article, due to 
its limited scope, focuses only on the written communication skill, which has nowadays important social and 
educational function and its status has a high social prestige (Urbanova & Oakland, 2002: 31). Nevertheless, as 
Hairston  (1998) says, people who write well are more likely to get what they want than people who write badly. To 
develop writing skills requires a lot of effort, patience and precision. However, for a second language (SL) learner 
these skills are extremely difficult to acquire and the least popular skills to study. And this is particularly true for 
Czech students. Moreover, Czech university education is oral—students in most cases answer exams orally, and 
therefore they have negligible experience in writing even in their native language.     
2. Developing writing competences  
     Writing has a unique position in language learning since its acquisition involves a practice and knowledge of 
other three language skills, such as listening, reading and speaking. Moreover, it requires mastering of other skills, 
such as metacognitive skills. Learners need to set an objective for their writing, plan it carefully, think over its 
layout and logical structure, revise it ….. In the process of writing they have to use cognitive skills (for more see 
Bloom’s Taxonomy 1956 on the classification of the key thinking skills); they have to analyze their sources and then 
synthesize them in a compact piece of writing. 
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     The writing process itself consists of several steps: 
     Planning 
• establishing a clear objective;  
• planning how much time one will need for completing his/her piece of writing; 
• deciding what and how much to write;  
• writing to get the answer one expects. 
     Knowing the audience 
• including only relevant information;  
• remaining courteous and polite;  
• adapting the style and tone to the reader (i.e. the projected reader’s specific relationship with the author, 
professional position; internal/external/place in hierarchy, level of familiarity with the topic, age, gender). 
     Structuring information clearly 
• formatting; 
• having a clear opening and conclusion;  
• planning a logical sequence;  
• organizing ideas into paragraphs;  
• linking ideas together with connecting words and phrases;  
• using headers and/or bullet points to highlight key points.  
     Selecting the right language 
• being concise: sentences of 20 words at maximum;  
• using plain English;  
• avoiding jargon, slang or colloquial words; 
• being careful not to repeat words and phrases; 
• omitting redundant information;  
• paying attention to grammar, spelling and punctuation. 
     Editing 
• reviewing content, format, language and style ; 
• reading it out loud to check if it sounds natural ; 
• checking grammar, punctuation, and spelling again;  
• getting feedback from a colleague. 
     Thus, one has to plan before s/he writes, consider the reader, structure information carefully, select the right 
language, draft, evaluate, amend and submit his/her written work. 
     When developing students’ communicative competence in writing, one should always have on mind Bachman’s 
term (1990) - communicative language ability, which includes five key components: 
1. Linguistic competence 
2. Pragmatic competence 
3. Discourse competence 
4. Strategic competence 
5. Fluency 
1. The linguistic competence involves a knowledge of spelling, pronunciation, vocabulary, word formation, 
grammatical structure, sentence structure, and linguistic competence. It is important to stress that the 
linguistic competence plays a crucial role in communicative competence as Faerch, Haastrup & Phillipson 
(1984) claim, “It is impossible to conceive of a person being communicatively competent without being 
linguistically competent.” 
2. The pragmatic competence comprises two abilities: illocutionary competence (knowing how to use 
language when achieving certain goals in communication) and sociolinguistic competence (knowing what 
language to use in different setting or with different people).  
3. The discourse competence is mainly connected with the ability to make the written texts or conversation 
coherent and be able to understand them. 
440   Blanka Frydrychova Klimova /  Procedia - Social and Behavioral Sciences  122 ( 2014 )  438 – 442 
4. The strategic competence can be defined as the ability to cope in an authentic communicative situation, i.e. 
to be able to express oneself although there is a lack of the resources to do so successfully. 
5. The term fluency is the ability to link units of speech together with facility and without strain or 
inappropriate slowness, or undue hesitation. 
 
3. Difficulties in the process of writing  
 
     Probably the most difficult for students is the linguistic (for more on this aspect see Frydrychova Klimova, 2011 
or 2012a) and pragmatic competence. The linguistic-stylistic features can enormously improve the text. The most 
serious aspects for a non-native speaker of English are articles and word order. Articles can also serve as cohesive 
devices since they refer to the things, and thus contribute to the logic of the text. Similarly, variations in word order 
can totally change the meaning of the whole text. Therefore, a subject-verb-object sentence should be always 
identifiable. As far as stylistic features are concerned, students are given a few tips on what they should pay 
attention to, such as register and appropriacy, clear sentences, objectivity of one’s work, or hedging. The layout and 
design, which might not seem as important as the contents itself, also contributes to the overall clarity of the 
dissertation. Moreover, correct layout and design show that a student was professional and conscientious in the way 
s/ he approached the researched material. There are several characteristic features, which should be mastered to keep 
the clarity of the text, such as typography, picture supplement, paper material, and punctuation.    
     Particularly the aspect of formality is often ignored. As  Crystal says (2002: 11), “there is an urgent need to 
communicate at world level, where everyone involved has a vested interest in keeping at least one channel open, in 
the form of standard written English.” Furthermore, the development and modification of the formal written English 
language challenged by the impact of modern information technologies can be illustrated as follows (Frydrychova 
Klimova (2012b): 
• written discourse is more freely structured and more carelessly done than it used to be; 
• there is a greater tendency to simplicity, either of the topic or the sentence structure; 
• the written text becomes more dynamic, which is connected with the use of multimedia, graphics and 
animation; 
• under the influence of IT technologies even the written discourse becomes more and more contextualized 
(e.g. on-line chatting or e-mail informal correspondence); 
• written discourse becomes more fragmented and non-linear; 
• the syntax of the written discourse is less complex; some authors of e-learning texts say that short sentences 
should prevail and they should consist of 20 words at maximum; 
• new technologies also affect the use of non-standard English, such as a use of contracted forms or a lack of 
punctuation; and  
• written discourse also is tending to become more overtly dialogic. 
      
4. Required writing skills and competences   
 
     In order to be able to complete a good piece of formal writing a university graduate should master a foreign 
language in all four language skills (listening, writing, speaking and reading) at B2 level according to the Common 
European Reference Framework (CEFR) for languages. In the area of the written speech university graduates should 
be able to: 
• express themselves with clarity and precision, relating to the addressee flexibly and effectively; 
• evaluate different ideas or solutions to a problem; 
• express news and views effectively in writing, and relate to those of others; 
• write clear, detailed texts on a variety of subjects related to his/her field of interest, synthesise and evaluate 
information and arguments from a number of sources; 
• complete forms and questionnaires; 
• produce posters for display; 
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• write an essay or report which develops an argument systematically with appropriate highlighting of 
significant points and relevant supporting detail; and  
• write formal and informal letters/reports, projects, for example from their study stays abroad, write 
qualified papers, such as dissertations. 
     Overall, students of tourism in their future jobs most often need to write letters, both formal and informal, short 
e-mail messages, take notes, write reports, short announcements and leaflets. For example, Stapa (1998) investigated 
the needs and expectations of Tourism and Management students with regard to the writing courses offered in three 
colleges in Malaysia, and sought to see if the current writing programmes for hotel management and tourism 
students reflect the specific writing needs required at the workplace. The need to write formal letters and reports 
were the two highest skills required performing the jobs. Others, such as Afzali & Fakharzadeh (2012), attempted to 
determine the letter writing needs of tourism students at their institution in Iran. They made a complete list of 
sample business letters which were taken to experts in the field of travel and tourism and hotel managers in Iran in 
order to find the most frequent topics they deal with in their daily correspondence as their needs. The survey 
revealed that the most frequent forms of letter writing are Reservation letters, followed by Thank you for tour, 
Announcement of special discount offer and Complimentary letter to hotel. Also the Czech job-experienced students 
of tourism at the faculty of Informatics and Management of the University of Hradec Kralove, Czech Republic, 
stated in their questionnaires that the most common forms of writing in their professions are business 




     Although writing is undoubtedly the most laborious skill to be acquired, nowadays it is one of the most common 
form of communication thanks to the boom of information and communication technologies. Moreover, as several 
studies described showed, it was the most frequent skill the students of tourism needed to develop in order to 
succeed in their jobs. Therefore, a close and careful attention should be paid to its development. In addition to that, 
the course syllabus and materials should react to this urgent need as well and teachers should involve at least a short 
piece of writing every other lesson. 
     Teachers should always bear in mind the following steps when creating their course: 
1. identification of students’ needs; 
2. determination of the course aims and objectives; 
3. defining their course content; 
4. choice and development of the course materials; 
5. materials distribution channels; and  
6. students’ evaluation, testing and assessment. 
     Finally, the development of writing also contributes to the fostering of (critical) thinking skills. Without (critical) 
thinking systematically designed into instruction, learning is transitory and superficial. Furthermore, a proper 
communicative competence, both organizational (including grammatical and discourse competence) and pragmatic 
(including sociolinguistic and illocutionary competence) becomes ineffective.  
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